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OFFICE O
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARIMENT Cr ARCHIVED MG TATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhcatlon No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section, ' . '

FOR AGENCY USE 1. Agency Address - FOR RECORDS MANAGEMENT USE

Apptication Dete Georgla Bureau of Investlgatlon Application Number ]
/2L /76 ' State Crime Laboratory _ ; 97
Appﬁition/,lmm : 959 E. Confederate Avenue, S. E Da7R Z 548 '
2 P' co w k e - I‘ 8 19?_8; _____
. Person to Contact orking Title Telephone Numbe:
Ms. Pat Jones : Admin. Assistant 6;6—605;'.1m r
3. Action Requzsi_;ci__— B
a. [ Estabusn Retention Scheduie; record wﬂl continue to accumulate. )
b. 0 Dispose of present accumulation; no further accumulation antlclpated
. E{Amend Appiication No. 73-548 Check One: £] Change; O Supercede: O Void
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest . Latest ' :
1954 | Present Crime Laboratory Investigation Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Investigation provides crime prevention efforts and criminal investigation
services to local law enforcement agencles and the Executive Branch of Goverpment of the
State of Georgla. To perform these functions, the Division provides: general investigation
of crime after the fact, specialized Investigation of narcotics, major case, auto theft,
commercial loss, organlzed crime, intelligence, technical expertlse in electronlc, Optical
photographic surveillance, statlstlcal data base for reflecting the criminal activity
occurring within the State, a Crime Information Center that will retrieve, store, and disseminaf
information regarding all types of crime as submitted by local law enforcement agencies
and training in law enforcement skills for investigative agenciles, and Crlme Laboratory
service which provides sclentific analyses of evidence submitted by Peace Officers, reports
of results suitable for use as evidence in criminal proceedings, and maintenance of records
of Investigations by all medical examiners in the state.

7. Record Series Description This file contains the following documents (inc/ude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: Documents relating to Investigation of evidence by scilentific
exanination and investigation of suspiclous dealhs by medical examiners.

included are: Included are official case reports on drug, ballistics, serology,
 histology, toxicology, physical evidence, blood alcohol, and guestioned documents
cases with accanpanying Evidence Disposition Sheet and appropriate analytical data
stated on the following forms: Official Autopsy and Medical Examiners Reports
(C1 1, 2, 3); Records of Evidence by Crime Iab (DPS-299 (1/73), microfilm
cand 3 x 5 index cards. .

Paper Copy and Microfi]m File is arranged nwnericallylby 1aborator’y case number

. Index Card File 1s arranged:
File ii'arranged: Blue Master Card - Alphabeticaily by suspect or victim's name
. .~ Pink Master Card - Alphabetically by county, thereunder numerically by case

-mmber
8. Monthly Refarence Rate How often are records referred to which are:
One to six monthsold 300 ; Seven to tweive months old _30_0___; Thirteen to twenty-four months old 30 ; ;

twentv five months and older ...Occas;l.oﬁal ;

9, Annual Rate of Accumulation of Records
Letter-size drawers - Lega! sizedrawers . ;Shelves __________ :Other (specify)




et o e

—

S - ____Sheet #2453 a75 54&% 4/44% |
YES | NO | 10. Questionnaire (Placean “X" in the proper column) -7 3 |

a. Is this the official copy of the series? _ Lot .
if not, where is it? . ' - 5
b. Does the series contain confidential information requmng security handling? 1f yes, site law or regulation.
X Ga. Code Ann, 38-1102 (45u4l1); 92-A-105
he ¢._Is this a vital record?
X d. Does this series have historical or long term research value?

Yyl &. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
documents be scheduled separately?

X f. _ls the information_contained in this series ever publishe QZ f ves, attach copy. 1solated portions of
Information ma,
X g. Is the information ct:n'ltka)lgeﬁf1 |Sn eg"so ﬁgeg efye(r: grr\fé\é;eg "’ES?' Srgg.qbr ch g‘ca ﬁeg Sre%pré)l?ﬂ ioe o tame Yy
x h. ‘I:‘s_ there a dgphcatlon of this series in your office, or in another office or agency? -
It vas where? -
X i, Is this series for a major portion of it) reqularly microfilmed? . —_— - B
X |_i. Does the record series result in a comouter printout? _ )
. " R"f_‘,',‘ll"[',_"_“_‘_f’i_',“m"_‘t‘.. ) The following requires the series to be kept: B L h
-8, State Law : years. - d. Audit period vears.
b. Statute of limitation Y years. = e, Administrative need Indefinitely veers.
¢. Federal law ! years, §. Federal retention instructions years,

Attach copy or excert of laws or regulations. Exp!éfn .administrative need—.

Ga:'Code Amn. 27.601 - . .

Tao T N . S L. oo . i LT ol

12, AP_W"““’ Dleposition lnsgructions Thrs agency recommends that the file series be cut off at the end of each:
: : El Calendar Year (I Frscal Year ﬁ( Other Other ’ a .then,

O Mold in the current filesarea _ month{sl —___year{s); then
O Transfer ta local holding area; hold ______ - " year(s); then

) Transfer to State Records Center; hold __________ year(s); then

O Destroy.

0 Transfer to State Archwes for permanent retentson

O Other {Specify)

Paper Copy: Cut off every 2 1/2 years, destroy negative and misdemeanor cases,
microfilm remainder of flle, destroy paper files, except that all
.~ ___files dated fram 1-=7 May annually will be included jn microfilm |
file. (To be confidential for 75 years.)  ~
Microfilm File: Cut off at the erd of each CY; hold In CFA 10 years; retire to
Archives. (To be confidential f'or 75 years)
Tndex Card File: Cut off each CY, hold in CFA 5 yearsfétire to State Archives ..

for dispositon. (To be confldentlal foR) 75 years.) B
( v)’61’1@1* ¢ ) Nonconcur/ MW'C{

Director, ime Laboratory \
These instructions apply to all prlor and future accumulatlons of the senes .

= et e o e b SR

' Agency Head/Designee (Signature) . Date Recdrds Managerent Officew (Signaturs) _ -Déie ]
= Y ) @M;ﬁ G
| : V State Records Committee (Signature) Date
Recommendations in para- ;

- r .
graph 12 are approved, State Ayditor/Designee “ ﬁ/ ! 07 )
{If disspproved, attach letter & [76 |

of explanation.) Sec ? State/Designee (Jﬂrw / ) 7 6 / "7/ 76
Attorney General/Designee /’éﬂ 12 \/ ﬂ)QL (’ /;’ /2,2{

EH—M . - . i (Rowru Sidni
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1. Applicaticn Datr IRSTRUCTIONS: See separate insiructions for completion of i FOR RECORDS MANAGEMERNT DIVISTON USE

c T GEDRGIA_ RECOﬁDS DISPOSITION STANDARD RECGADS MANAQENERT DIVIAION o _

10/01/73 frant and reverse of thia form. Sign original and two copiesl] Dbte Retvived Appiication o Date Completed
5 Kaeney dppiTeation W and forvard to Department of Archives and Wietory, actention:§ NOV 4 1973 ‘73-5\4 < Nov | & 1873

73-26 facords Management Officar. -":» - xS

3 L AeInir ] Divigicn. Fubdiviston b Administering Office Address 77 : _Person to Contact ) .

’ Georgia Department of Public Safety ST Mrs Passie Jones _//,}
Division of Investigation S - - e . SR

. Crime Laboratory, 959 E, Confederate Ave., S.E. B Vorning Titie ] Fal W
Atlanta, Georgia 30316 Admin. Assistant __656-6051 |

[7.ACTTON REQUESTED - -

ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE.

-r, .

NO FURTHER ACCUMULATION ANTICIPATED.

-giEarliest & Latest 9, Exact Series Title
Dates of Series :

1954 to present Crime.Laboratory Investigation Files

*What is the function of the office in which this record series is created?

The Division of Investigation provides crime prevention efforts and criminal investigation
services to local law enforcement agencies and the Executive Branch of Government of the
State of Georgia. To perform these functions, the Division provides: general investigation
of crime after the fact, epecialized investigation of mnarcotics, major case, auto theft,
commercial loss, organized crime intelligence, technical expertise in electronic, optlcal
photographic surveillance, statistical data base for reflecting the criminal activity
occurring within the State Crime Information Center that will retrieve, store, disseminate
information regarding all types of crime as submitted by local law enforcement agencies

and training in law enforcement skills for investigative agencies, and Crime Laboratory service
which provide scientific analyses of evidence submitted by Peace Officers, reports of results
suitable for use as evidence in criminal proceedings, and maintenance of records of in- .-
vestigationsby all medical examiners in the state.

1. This file contains the follow1ng documents (include form nuﬂbers aaﬂ;tltles, if any,
E and file arrahgement). T

Documénts rélating to Investigation of evidence by scientific eXamlnatlQE and investlgation
Hof suSpigious deaths by medical examiners. Included are official case reports ©n drug?

'ﬁhy

fi

Torm: AR-50-T1 N A '\ S

RS S JRNRE T DU L t“ﬁ

) LY - L . : :

é balltstics, serology, histology, toxicology, physical evidence, blood alcohol,” and . o
- duestioned documents cases with accompanying Evidence Disposition Sheet iﬁd approprfixe
" analytical data gfated oy the follqying formg: ~ o sy ,,is ERE T T
©0fficial Autopsy and Medical Examiners Raports (Cl 1, 2 3) B 4D“ o ffi,
tReeord of Evidence by Crime Lab (DPS 299 (1/73) microfilm and; 3/5 index eards. - §5
.= [y 4° T <
;
Pape?*Copy and Microfilm File is arranged numerlcally by'gaboratory case number ST T
- PR ;l.‘,l,-‘:: ._- } b2 r
¥ Index Card File is arranged S oeeam T ey P ;9 N “’f
Blue Master Card - Alphabet lly by suspect or victims name : X
Pink Master Card - Alph iﬁ? under numerically by case numher
1 - Moo MR o e all - |
2 . RQUIPNENT aCCUPIED / - lu. of Dravers Cu. Fl- or Records v Po. of Dravers Cu. Pt. of Records
- - ] ANKUAL RATE OF ACCUMULATION o -
Letter-aize File Dravers . 130 P 196 H » Zé_ T 113 - "J.
T : . In officeln) In Stormgr Area(s)
Legal-size File Drawers " N . - Fjoor. ‘Ipl:‘e Occupled (s’ulrl rlet) 210.&.
) . #nn Last Precratngllall Prior
- . Yaar's Year'e Year‘a Years®
3 Drawers of microfilm -
cassettes. ;-1 AYINAGE DATLY REFEKZNCEs - Ao :
1954-9/70 ” ’ - -300]| 30 |Occasional




* ' MPAGE 2

?

QUESTIONNAIRE Place an "x” 1a the proper column. If lnujrer'll "YES," plense eipiglin, - an YES" NQ‘
13. Is this the Record Copy of the series? <X 1
1k, Is there a duplication of this series in another office or agency? [ ] [x] _
15. Is the information contained in this s%?iesteifr s%gearlzed or publlshed? d [f] [ x]

Attach copy of summary or publication. ggntext f grstg%isti aE uﬂies ?rgﬁetiggtto time,
16. Does the seriés contain classified informatidn requiring securlty handling? 1x]
Ga. Code Ann. 38-1102 (4544); 92~A-~105 also see attached
17. Does the serles 1n1t1ate, amend or terminate agéncy p011c1e§ and procedﬁ}esﬁ” [ ] [ X]
18. Could the functlon be performed if the files were lost or destroyed?See attached.[ ] [X]
A
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [x1 [ 1
To reduce space and equipment required for storage.
20. Does the record series provide data as input to an EDP file? [ 1 [X]
21. Does the record series contain‘dbcﬁmentaiioﬁ'ﬁfodﬁeea'aé\EDP'ﬁiintout? i T IR -
22. Has the Federal Government issued 1nstruct10ns _governing the retention/dispo- L1 I
- 31tlon'of these files? ~“= ~ —~ .. TY s o i o
23. W111 there be a need for these reeords 10 15 years from now7 If yes, what? x]
_ i —— Historicai—value——-——“—
2L, REQUIREMENTS The following requlres the flles to be keptindefinitelmears e :
a.[]sT'ATE" b. [JqSTATng oF []AUDIT :_ d. []F’EDERAL 'e PQADMINISTRATIVE @f‘ quISTORICAL
LAY~ LIMITATION . 'PERIOD | LAW _ . ... DECISION . - VALUE .

Ga. Code Ann.'27 601

(Ctte Law, Statute, or other reagon fbr the retenﬁzon requzrement)

" Tt e - R - o -

~e -

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

40f each —[]CALENDAR YEAR ~[JFISCAL YEAR -[OTHER _ See Below ___..sthen:
IPaper Copy: Cut off every 2-1/2 yeers, destroy negative and misdemeanor cases, -
miicrofilm remainder of file, destroy paper files, except that all
files dated from 1-7 May annually will be included in microfilm
file. - (To be confldentlal for 75 years.)
Hiéfofglm File: Cut off at the end of each CY, hold in CFA 10 years, reitre to
‘j ' .r

Archives. (To be confidential for 75 years) -

Index Card File: Cut off each CY, Hold in CFA 10 years, reéii%“to State Archives for

[ e

MﬂCon:ur‘ | (‘ﬁs/ Nonconcur “{ua’/r\:kx»ﬂ /g-ﬂmm A /Q -‘ -

disposition. (To be confidential for 75 years.) R

S £ .-

(
‘\ 'r_;u:n'n,\_rnnnv
RAcords Wana Officer CStgnature) Date | FOR;—CRIME-TABORATORY T
. _ OTH Ul SIGNATURES
m , T S ) P‘;P Pl DATE
26. Recommendations | 49 tncy Hea Des%gnee - d C AMJ _
in paragraph 25 Q/ , /0~ -23
are: Auditor/Designee |
| [ Approved [ ] Disapprovedl \,}ulliy. AN e W2
STATE RECORDS f State/Designee R
“~1 . COMMITTEE [Vf [ 1 Disapproved /7 =6-7>

YA Tt | l-r20p




